
Job Aid: Update Your Talent Profile 

Purpose 
The purpose of this job aid is to guide you through the step-by-step process for updating 
your talent profile in the VA TMS. 

In this job aid, you will learn how to: 

• Update your talent profile

• Add a supervisor
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  Task A. Update Your Talent Profile 

1. Navigate to the User home page.

2. Select User Name.

3. This screen displays your talent profile. You can edit any section that has a
pencil icon next to it. Select the pencil icon next to Awards. 
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4. Add an Award Description and Date Awarded.

5. Select Save. You have successfully added an award to your talent profile.
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  Task B. Add a Supervisor 
1. Select the pencil icon next to Employee Information.

2. Select the Supervisor ID magnifying glass icon.
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3. Enter your search criteria and select Search.

4. Select the correct supervisor from the search results.
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5. Select Save. You have successfully added a supervisor to your talent profile.
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